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CHECKLI ST FOR EMPLOYEE ORI ENTATI ON

I NSTRUCTI ONS. Supervi sors should review 230 FW2, 6 A (2) and (3), before
conducting the first conponent of the New Enpl oyee Orientation Program

Nane:

Soci al Security Numnber:

Duty Station:

Ofice: Organi zati on Code:

Entrance on Duty Date:

Title, Series, G ade:

Super vi sor:

Enpl oyee St at us: __Newto Service

~ New to Federal Governnent
___ Permanent/ Part-Tine

_ Reassi gnnent

Prior to enployee's arrival:

___ Be sure enployee's work area, tools, and supplies are ready.

___ Have quarters ready for occupancy if Governnment quarters are used.

First Day of Duty:

_ Assist new enpl oyee in conpletion of enploynent docunents.
(This may be done by personnel office staff, project |eader or
adm ni strative officer).

Revi ew enpl oynment docunents upon conpl etion for accuracy.

Not e whi ch enpl oynent docunents were not conpleted for
subsequent foll ow up. (Exanpl es: health and ]Life insurance

el ection forms, etc.).

Ensure that essential personnel docunents are submtted to the
servi cing personnel office.

Note: The following activities are done by the new enpl oyee's
supervi sor.

Wel cone enpl oyee and give himor her the New Enpl oyee Handbook.
Revi ew orientation video with the enpl oyee.

Expl ain your relationship and your program

Present the enployee with a copy of his or her position

descri pti on.

Qutline enployee's duties and responsibilities, and arrange for
any necessary on-the-job training.

_ Discuss type and tenure of appoi ntnent and probationary period.
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__ Reviewthe follow ng segnments of the handbook with the enpl oyee:

~ Welcone letter

I ntroduction to the Service

Service Mssion and Vision Statenents

Organi zation (line and staff)

Organi zational Charts (Service and Departnent)

Safety

Enpl oyee Responsibilities and Conduct

Political Activity

Equal Enpl oynent Qpportunity (Provide nanmes and

t el ephone nunbers of Assistant Regional Director
Human Resources or Human Resources O ficer -

Washi ngton office and the respective full-time -Equal
Enpl oynment Opportunity Counsel or)

I ntroduce the new enpl oyee to the workgroup and key
staff.

Schedul e interviews for the new enployee to neet with
key staff.

Di scuss the function of the enployee's work unit,
reporting rel ati onshi ps, and work rul es.

Fam |iarize the enployee with the facility and di scuss
the security of buildings and property. Provide
i nformati on on how to secure an identification card.

__Assign, if possible, a staff nenber to tenporarily

hel p the new enpl oyee acclimte to the job.

Wthin 30 days after appointnent, reviewthe follow ng segnments of the
New Enpl oyee Handbook with the enpl oyee:

_____ Working Hours Leave

Overtime and Conpensatory Tine

Hol i days

Pay

Ret i r ement

Federal Enpl oyees Group Life Insurance (FEGQI)
Federal Enpl oyees Heal th Benefit Program
Per sonnel Records

Enpl oyee Assi stance Program Enpl oyee

Per f ormance I ncentive Awards

Gi evances

Merit Pronotion

Trai ni ng and Devel opnent
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____ Explain Service policy regarding training and career
devel opnent.

____ Explain that, upon conpletion of this orientation, he
or she will participate in the Service's

Regi onal / Washi ngton Office orientation

Pr ocur enent

____ Discuss office procurenent procedures
___How to obtain office supplies

_ I nmprest Funds Travel

__Arrange for Diners Club credit card, if Appropriate.

_ Issue a Governnment Motor Vehicle ID, if applicable (Follow
Regi onal gui dance on authorization to operate Government
vehi cl es) .

M scel | aneous:

_ Change of nane and address

Bl ood Donati ons

_ Enpl oyee Organi zations - Unions

_ Unenpl oynent Conpensati on

_ Reading assignnments, as appropriate (i.e. current
i nstructional nenos, manual chapters, etc.)

Enpl oyee Signature Supervisor's Signature
Work Tel ephone Work Tel ephone
Dat e Conpl et ed Dat e Conpl et ed

RETURN THI' S FORM TO YOUR SERVI CI NG PERSONNEL OFFI CE AFTER
COVPLETI ON.
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